
ROOM SETUP

ORGANIZATION DEVELOPMENT
LOGISTICS DATA COLLECTION SHEET

OD Consultant: Client Organization:

Requested Date(s): Alternate Date(s):

Number of Participants:

Total Days: Start Time: End Time:

Preferred Facility:

Primary Room Capacity: Total # of Primary Room(s): Breakout Room Capacity: Total # of Breakout Rooms:

MSFC Form 4468 (January 2005)

Small table groups
Classroom style

Theater style

U shaped configuration
Chevron/fishbone configuration
Instructor table

Materials table
Other:

Small Table groups
Classroom style

Theater style
U shaped configuration

Fishbone configuration
Other:

Room Requirements:

Justification:

Flip chart stands
Notepads
Flip chart paper pads
Pens
Pencils
Blue painters' tape rolls
Dry erase marker sets

Pocket folders
Display easels
Overhead projector
3-ring binder Inches)(

Hole punch
Laptop (PC)
Laptop (MAC)
Floppy drive
CD ROM drive
Sound card
Power Point
MS Word
Other Software:

Non-permanent marker sets

Screen
TV
VCR

Sound System
Podium
Podium w/microphone
Label microphone
Handheld microphone
Other:

Other:

Other:

Event Coordinator
OD Specialist
Tech Coordinator

BREAKOUT ROOMS SETUP

STAFF SUPPORT GRAPHICS
Time on LocationType Badges

Table Tents
Signage
Banner
Manual
Other:

Attendee list received
Names spell checked

ATTENDEES

Lodging Required?
Yes No

Check Out Date:
LODGING
Preferred Location:

Working Meal?
Yes No
Yes No
Yes No
Yes No

CATERING
Number RequiredType Start Time

Breakfasts
Lunches
Dinners (onsite)
Dinners (offsite)
Morning snacks
Afternoon snacks

SYSTEM DATA ELEMENTS REQUIRED
Course Material Grouping: Cost: Direct Cost Code:

Indirect Cost Code: Source of Training Code: Special Interest Code:

Books/Materials Cost: Participate Cost: Other Direct Cost: Indirect Cost: On Duty Hours: Off Duty Hours:

Category Code:
CC - Client Consultation

Sub-Category:

OI - Organizational Interventions
LD - Leadership Development

IW - Instructional Workshops
AGC - Agency/Center Initiatives
OOD -  Other OD

AUDIO/VISUAL REQUIREMENTS
DVD player
Audio speaker amp 


